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MEMORANDUM FORs Deputy Director (Plans)

SUBJECT Review of Vital Materials Progrm for Your Office.

1. The procedure for making deposits in the Vital Materials
Repository provides that either original documents, copies of
originals or microfila may be deposited.

2, The latest inventory of vital materials in the Repository
indicates that there is nearly three times as many documents on
microfilm than there are originals, If it can be avoided the reverse
should be true, This large amount of microfilm would be difficult
to use quickly in the event of an emergency because considerable
time would be required to enlarge, print and reproduce the images. ;
In addition, an unusually large volume of mechanical equipment would N
be required, On the other hand, original documents or copies thereof !
could be made available more readily,

3e A review of material being currently deposited in the Vital
Materials Repository indicates the possibility that original documents
or coples thereol may be substituted for some of the microfila.
Please review the vital materials program for your office and see
if it is possible and feasidle to reduce the volume of microfilm
already deposited, and in the future deposit originals or coples of
documents to the greatest extent practicable,

L. A Records Analyst from this Office will be glad to review
this program with you at any time,
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Chief, (General Services.’
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